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SKILL SET

Application Software

· MSCIT

· MS Word

· MS Excel

· Ms PowerPoint 

· Internet Savvy 

· Basics of Computer

OTHER QUALIFICATION

· NCFM Capital Market

· Dealer Module Certificate

  (NSE Cash)

· NISM Derivative Market

· Dealer Module Certificate
      (NSE F&O)

· NISM  DOCE

· Depository Operations

     Certification Examination

· NISM Currency 

· Currency Derivatives

  Certification Examination   


	OBJECTIVE


Looking for a challenging position in a well established organization having good communication skills and strong knowledge, about, financial matters. Good in dealing with the clients and can provide my experience to resolve the issues faced by company.
EXPERIENCE SUMMARY

· Enthusiastic professional with more than Nine years of experience 

· in matters related to finance. 

· Responsible to accomplish immediate and long terms goals of the 

· firm to meet the needs of the clients.

· Experience of working in online brokerage industry.

· Expertise in financial and stock market trading business.

· Well verse with securities processing and financial markets.
· Experience of using Equity stock administration software’s
PROFESSIONAL EXPERIENCE                   
 Securities Ltd

Duration

Role
FEB 2014 – Till Date
· Advisory Dealer (NSE & BSE Cash, Equity Derivatives, Currency  Derivatives)

· Performing trading for customers via phone.

· Providing the latest update of stock market to customers.

· Following up on leads from potential customers.

· Educating customers as to the workings of the market.

· Responsible for managing the portfolio of the clients and advice them for investment.

· Controlling back office, preparing daily reports, Updating Back Office manager all day to day activities, controlling/tracking all documents and keeping logs of all data.

· Handling in-bond customer query regarding products.

· Answered to the daily query / complaint mails by customers, following the SOP.
Bonanza Portfolio Ltd.
Duration

Role
MAY 2007 to FEB 2014

· Dealer (Commodity Market MCX, NSE & BSE Cash, Equity Derivatives, Currency Derivatives)
· Dealing on Central desk (Order placement )
· Giving trade confirmation to clients after Market hours and take backup of reports after market hours.
· Controlling back office, preparing daily reports, Updating Back Office manager all day to day activities, controlling/tracking all documents and keeping logs of all data.
· Handling inbond customer query regarding products.
· To collect daily report & sent to respective department or BackOffice
· Maintained the daily transactions data in the MS excel sheets
· Prepared daily / weekly reports for different departments as per their standard formats
· Answered to the daily query / complaint mails by customers, following the SOP.
· Mailed the head office and other area offices for co-ordination in the processes.
· Updated the report formats as per the instructions from the higher management.
Indiabulls Sec ltd.

Duration

Role

Nov 2006 to May 2007

· Dealing Executive, (BSE &NSE Cash, Equity Derivative).

· Placing order of clients, inform clients about their trade during market.

· After market inform clients about their debit.

· Take backup of reports after market hours.

· Maintained the daily transactions data in the MS excel sheets
· Providing the latest update of stock market to customers.
Vijay Engineering
Duration

Role

DEC 2005 to NOV 2006
· Responsible for all aspects of the day to day running of the filing, copying, report writing, and invoicing jobs.

· Responsible to handle the telephone enquiries.

· Make daily work plan of seniors with proper timing.

· Provide general information to the customers.

· Manage the daily incoming of the customers.

· Manage the documents in proper way.

· Handle all the other responsibilities related to the job.

Shreepat Placement (HR Firm)

Duration

Role

JULY 2004 to NOV 2005

· Analyzing the requirement of organization.

· Analyze the quality people and contact them through phone, Email.

· Recruit the people and perform various recruitment steps.

· Maintain the existing employees and take the feedback from them.

· Assist the accounts department for making the salaries of employees.

· Make the coordination with various departments.

EDUCATION
· Completed B.com in year 2003 through BES College of Commerce in Mumbai University with second class

· Completed H.S.C in year 2000 through BES College of  Commerce in Mumbai University with First class.
· Completed S.S.C in 1997 from C N High School (Santacruz) through Maharashtra Board.
PERSONAL SUMMARY
Able to Read
English
Hindi
Marathi

Gujarati

Able to Write
English
Hindi
Marathi

Gujarati

Able to Speak
English
Hindi
Marathi

Gujarati

PERSONAL SUMMARY
Date of Birth       : 31/10/1983
Sex                        : Female

Place of Birth      : Mumbai

Nationality           : Indian

Marital Status    : Married




DECLARATION:
I hereby affirm that all the information provided by me in this application is true and correct to the best of my knowledge and belief.
Nisha


Email: � HYPERLINK "mailto:nisha.329783@2freemail.com" �nisha.329783@2freemail.com�








